




 

Code of Conduct for Recruitment & Advertising 

1. Purpose 

This Code of Conduct guides all NTU staff, faculty, student workers, and partners involved in 

recruitment, outreach, marketing, and advertising. The goal is to ensure NTU communicates with 

honesty, cultural respect, professionalism, and consistency across all platforms while protecting the 

reputation of the University. 

2. Guiding Values 

All recruitment and advertising activities must uphold NTU’s core values: 

● Integrity – Communicate truthfully and accurately. 

 

● Respect – Honor Navajo culture, community values, and all audiences. 

 

● Responsibility – Represent NTU professionally on and off campus. 

 

● Inclusivity – Ensure all messaging supports diversity and equal opportunity. 

 

● Excellence – Maintain high standards in content quality and branding. 

3. Ethical Advertising Standards 

All NTU advertisements, digital, print, social media, broadcast, and community outreach, must: 

1. Provide accurate and up-to-date information about programs, tuition, deadlines, scholarships, 

admissions requirements, and campus services. 

 

2. Avoid misleading statements, exaggerations, or false guarantees, including job placements, 

financial aid promises, or program outcomes. 

 

3. Use approved NTU branding, including logos, colors, fonts, and templates as defined by the 

Marketing Department. 

 



 
4. Follow copyright and licensing for photos, music, videos, and published materials. 

 

5. Respect cultural imagery by avoiding stereotypes or inappropriate use of Indigenous symbols, 

regalia, or sacred items. 

 

6. Ensure all claims are verifiable, especially in competitive comparisons with other institutions. 

 

4. Ethical Recruitment Practices 

 

Recruitment staff and anyone representing NTU must: 

1. Treat all prospective students equally, without discrimination based on race, gender, age, 

disability, religion, sexual orientation, or tribal affiliation. 

 

2. Provide honest guidance about academic expectations, financial aid processes, and career 

pathways. 

 

3. Avoid pressuring students or using manipulative tactics to secure enrollment. 

 

4. Keep student information confidential and follow FERPA guidelines. 

 

5. Use clear language free of jargon when speaking with students or families. 

 

6. Refer students to appropriate departments when questions fall outside marketing or 

recruitment. 

 

7. Promote NTU in a positive and professional manner at all times, including during community 

events, school visits, and virtual presentations. 

 

 

 

 

 



 

5. Digital & Social Media Conduct 

All NTU-related digital communication—official pages, photos, livestreams, and employee accounts used 

for work—must: 

1. Maintain professionalism and accuracy in posts, captions, and graphics. 
 

2. Avoid political statements, personal opinions, or any controversial topics under NTU branding. 
 

3. Protect sensitive data, including minors’ images, student records, and internal university 
information. 
 

4. Obtain proper consent for photos or videos, especially of minors. 
 

5. Remove inappropriate content immediately, including comments containing hate speech, 
threats, harassment, or misinformation. 
 

6. Follow NTU’s Social Media Policy and use the approved marketing request process. 
 

6. Communication with Minors & Families 

When speaking with K–12 students: 

● Always follow school policies, chaperone rules, and safety expectations. 
 

● Never contact minors directly through personal messaging or social media. 
 

● Use family-friendly, culturally respectful language in all materials. 

7. Collaboration, Partnerships & Third-Party Vendors 

Vendors, partners, and sponsors representing NTU in advertising must: 

● Follow NTU branding and cultural guidelines. 
 

● Use approved language, logos, and images only with permission. 
 

● Submit all materials to Marketing for review before distribution. 
 

● Avoid misrepresenting NTU or using NTU imagery for unrelated promotions. 



 

8. Internal Review & Approval Process 

All recruitment and advertising materials must go through: 

1. Marketing Work Order Request 
 

2. Branding Review (logos, colors, messaging, cultural appropriateness) 
 

3. Content Accuracy Review (program info, deadlines, offices) 
 

4. Final Approval by Marketing Director or designee 

No staff member should design or publish NTU materials independently outside this process. 

9. Professional Conduct at Events 

During recruitment events, staff must: 

● Demonstrate professional behavior, punctuality, and respectful interaction. 
 

● Keep NTU tables clean, organized, and stocked with approved materials. 
 

● Wear NTU-appropriate attire or branded apparel. 
 

● Avoid personal conversations, gossip, or inappropriate jokes while at tables. 
 
● Engage positively with visitors and answer questions honestly 

10. Accountability & Reporting 

Violations of this Code of Conduct may result in corrective or disciplinary action consistent with 

established University policies and procedures. Possible actions may include: 

● Required re-training. 

● Removal from recruitment, communication, or advertising responsibilities 

● Disciplinary action in accordance with applicable University policy 

Student matters will be addressed under the NTU Student Handbook. Faculty and staff matters will be 

handled in accordance with the NTU Personnel Policies. 

 



 
Members of the NTU community are encouraged to report concerns or potential violations to the 

appropriate University office, including: 

• Marketing & Communications Department 

• Human Resources 

• Student Services 

• Immediate Supervisor 

• Vice President of Operations 

Reports will be reviewed and addressed in accordance with University procedures. 

11. Annual Training 

All employees, student workers, and representatives participating in recruitment and marketing 

activities must complete annual training in the following areas: 

● NTU branding standards and the official Brand Book/Media Kit 

● Cultural awareness and sensitivity 

● Family Educational Rights and Privacy Act (FERPA) compliance 

● Ethical recruitment practices 

● NTU Social Media Policy 

Training will be coordinated in collaboration with the designated Human Resources Training 

Coordinator. Completion of all required training must be documented, and verification records shall be 

submitted to and maintained by the Human Resources Office. 

Participation in recruitment and marketing activities is subject to compliance with the NTU Student 

Handbook and the NTU Personnel Policies. Failure to complete required training may result in 

corrective action consistent with established University procedures. 

 

 



 

12. Commitment 

By participating in Navajo Technical University (NTU) recruitment and advertising efforts, these 

employees agree to uphold this Code of Conduct and to represent the University with pride, 

professionalism, and cultural integrity. Participation in recruitment and advertising activities must align 

with the standards of conduct outlined in the NTU Personnel Policies and, where applicable, the NTU 

Student Handbook. Individuals engaged in these efforts are expected to communicate accurate 

information, follow approved branding guidelines, and conduct themselves in a manner consistent with 

NTU’s mission and values. 




